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1.0 Policy 

It is the Policy of the Division of Public and Behavioral Health (DPBH), Substance Abuse, Prevention, and 

Treatment Agency (SAPTA) that all providers, in accordance with 505 (a) of the Public Health Service Act (42 

US code 290aa-4) which directs the Administrator of the Substance Abuse and Mental Health Services 

Administration (SAMHSA), to collect items including admission and discharge data.   

2.0 Procedure 

1. In the Search Forms field, enter Diagnosis. 

 
2. Double click on the highlighted form Diagnosis. 

3. The Search Client field will be displayed. Search client by ID # or Last Name. 

 
4. Double-click the desired client. 

5. If the client has more than one episode, double-click the correct episode for the diagnosis. 
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6. If the client already has a diagnosis entered for that episode, it will appear on the screen. 

 
7. The following options are available: 

- ADD 

- EDIT 

- CANCEL 

 
8. To add a new diagnosis form, click Add. 

9. To edit the diagnosis, double-click the highlighted diagnosis or click Edit at the bottom of the screen. 

10. Adding a new diagnosis will open this page. 
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11. Choose the Type of Diagnosis. 

- Admission 

- Discharge 

- Onset 

- Update 

12. Enter the Date of Diagnosis. 

13. Enter the Time of Diagnosis. 

14. Select Episode to Default Diagnosis Information From 

- This will attach the diagnosis to that episode by default. 

15. Select Diagnosis Entry to Default Information From. 

- By selecting the previous 2 fields, data will auto populate in the Diagnoses box. 
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16. If more diagnoses are needed, add new row. 

 
17. After clicking new row, the form will bring you down to the next section.  

18. Choose a Diagnosis from the Diagnosis Search field. 

 
- Start typing and the field will dynamically populate results. 
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19. Once a diagnosis has been selected, the code crossmapping on the right hand side populates with the 

ICD-9 code, ICD-10 code, DSM-IV code, and SNOMED code. 

 
20. Choose the status of the diagnosis. 

- Active 

- Working 

- Rule-Out 

- Resolved 

- Void 

21. Enter Estimated Onset Date. 

22. Rank the Diagnosis. 

- Primary 

- Secondary 

- Tertiary 

23. The Bill Order should automatically populate based on the number of diagnoses in the system. 

24. Enter the Present on Admission Indicator. 

 
25. Enter the classification of the diagnosis. 

- Environmental 

- Medical 

- Mental Health 

- Substance Abuse 

26. Choose the Diagnosing Practitioner.  

27. Add Remarks if needed. 

28. Choose the appropriate response to add the diagnosis to the Problem List that is logged in Avatar. 
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29. Click Submit to file the data. 

 
 

30. To update diagnosis, follow the same beginning steps, but choose UPDATE instead of ADD NEW.  


